It is requested by NOAA Facilities
Management that in order to minimize
disruption, employees should limit
working on the designated floor
between the hoursof 6 PM to 6 AM.

If you have any questionsor concerns
during thisendeavor, pleasecall Wendy
Pulliam or Philip Faber on 301-713-
22217.
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This brochure is to provide you with information
regarding the SSMC | carpet replacement project

and your responsibilities. Foulger Pratt will begin to
replacethe carpetingin SSMC |1 on September 27, 2002,
working onefloor at atime, beginning with the 3rd floor
and working their way up to the 18th. The first and
second floors will be carpeted after the completion of
the 18th floor. You will be notified by e-mail one week
before your areais scheduled to be carpeted. Thework
will be performed after hours between 6 PM and 6 AM
every weekday, and weekend evenings.

Three storage crates will provided to you one week in
advance. Pleaselabel your cratesclearly with your name
and cubicle number writteninlargebold | etters. You will
have two days to unpack your storage crates. You must
be packed by 4 PM the day that your areais scheduled
to be carpeted.

The top two shelves within the five drawer lateral files
and the contents of open shelvesin common areas will
be packed and moved by Foulger Pratt. Please remove
any items that are sitting on top of the lateral files.

The current broadloom carpet will be replaced with
Milliken carpet tiles. NOAA hasinstructed Foulger Pratt
to storethe carpet off siteto allow for off gassing. These
carpet tilesare “ green carpet” certified, and meet the

standards of the General Service Administration’s
Facilities Standards for Public Buildings Service
requirements. Thetilesalso meet therigid environmental
standards of the Carpet and Rug Institute. All Milliken
carpet backings are PVC free, eliminating potential
chemical reactionswith existing flooring adhesives.

In order to replace the existing carpet, Foulger Pratt will
lift the systemsfurniture 1 1/2 inches abovethefloor. To
enable thislifting, there are certain thingsyou must do.

Do. ..

Remove and store all itemsfrom thefloor e.g. loose
documents, reference materials, and boxes.

Remove everything from thefollowing: file cabinet
tops, open shelving, systems furniture tops, drafting
board surfaces, and computer monitor tops.

Clear all workstation surfaces of any fragile or
irreplaceable items such as photos, coffee mugs,
or mementos.

Close and lock flipper/overhead doorsin your work
area. If they don’t close completely,
please remove materials until they do.

Lock all two drawer lateral and pedestal filing cabinets
(pedestal filesarethe small two or threedrawer file
cabinets that match your Herman Miller systems
furniture).

Remove and box all items from panel dependent
multistack bins.

Turn off al computers, printers, fax machines.

Tag and relocate all plants to outside the work area.

>

If you have a personal attachment to your
workstation chair pleasetag it with your
nameto ensurewereturn it to its original
location.

If you have an abundance of freestanding
unitswithin your workstation such asmobile
files, book cases, etc., please make a quick
drawing of their placement within your
workstation to ensure that they are returned
totheir original location. Leavethisdrawing
on your worstation desktop.

Unpack your storage crates within two (2)
days of carpet replacment completionin
your area. When you are finished
unpacking, place the crates outside of
your cubicle to enable Foulger Pratt to

easily retrievethem.

Don't...

Don’'t remove telephones.

Don't empty desks or contents of any desk
drawers.

Don't empty your personal flipper/overhead
cabinets.

Don’'t empty pedestal filing cabinets.



